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¢ CERTRAL INTELLIGENCE GROUP S
° Wasnington, D. C.
P ! E(RH
¥ 25 July 1547
NUMBER 52

BUBJECT: Call for Estimates Fiscal Year 1949

1. All Offices and/or Staff Sections of the Central Intelligence Group will
sudmit estimates of required funds for the fimscal year 1949 {1 July 19LE -
30 June 1949) to the Budget Divislion, Budget and Pinance Brancn, 4 4 ¥,

on or before 15 August 1947 for inclusion in the regular budget of CIC.

2. Batimates will be submitied in two complete seis in the form and manner
herainafter desoribed with regard to all objecis of expenditure.

3. Bach Office or Btaff Section (except 030) having installations or rep-
ressntatives in any location other ihan Weshington shall submit geparais
estimaten on behalf of ihe activity at eagh such location. Similarly,
separato estimates are reguired for each distinct major project in process
or preposed, showing fislds of work or typcs of services rendered.

4. The Budget Division, Budget and Finance Branch, will furnish separately
a ssaple budget for the information and guldance of those responsible for
the formulation of the estimates. Dudgel Division analysts are also avail-
able for consultation with adsinlstrative officers in cornection with the
development of Office and Staff Section budgets. /Dial Fxtension 7217

GRIERAL INSTRUCTIONS

5. Presentation will be lengthwise of the letter-size pages and adequale
lefi-nand sargins will be provided on each page to permit the use of Mo
fasteners. The Office or Staff Jection estinmates must be presented in the
ssme form and order ag the sample, but must be prepsred in greater detsil.
Special atiention should be giver to the preparation of justificstions
explaining and supporting the estimaies for each object classification of
- sxpenditure, emphasizing specific, concrete, factual data and, where possible,
eiting actual work-load figures. To be useful, a written Justification must
be understood by all subseguent reviewers. Justificetion data to be included
in the estimetes are:

b. Siatement of Punciions and Activities of the Office or Staff

Section. ¥
| SLCRET
e. Statement of Coordination indicating the operating relationsnips

Applanss FOREIEL 2200103102 | BDRERDPSAE0098ER00A1 0925000858 and between the
Office or Staff Section and other depariments and agencies of the Sovernsent.
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SECRET

d. t of Oblectives and/or Accomplishments, actual and
mma . ervice of produoci, slc.
, mmai% oi’ tm work :hzmld te demonsirated. Work measurement and
wnit co should be used wherever possible to relate work load to

+ There monthly reporie of activity have been maintained, zuch
m provide a factual bhasis.

& Orgw mtm Chart and Funetional Chart clearly delineating
lines of anthor fTer of activitles within the eomponent
parte of the Gfﬂeu or ﬁmff Seeticm, supported by individual statements
desoribing the activities of eacn such cemponent.

f. Chart showing the flow of work through the various emwnmm
of the 0fTI0s or Staff Section. Fork flow charts should clearly denote
the flow of projects ints and tnrough the varicus components of each Cffice
or Staff Section and the production or service contributed in the flow by
sach oomponent. It is unnecessary to go inte greai detail with regard to
the ﬂm of papers and documents througn the Office or Staff Scction where
such data would nct contribunte to an analysis of its main production goal
or sbjective.

g Detalled Justifi-ation of ¥cuchered Estimates by Oblect
Classification

{1} Q1 - Personal Services

{(a) CIG Form 32-10 shall be used in preparing estimates
persornel requirements. Separate sheets shall be used for sach orgs: lzs—
3ional unit witnin each Office or Staff Section, and for a consclidated
recapitulation. 7The recapiiulation may include, when necessary, = ummary
totals for large organizational urnits under u&z Office or Staff Section.

{b} Positions will be divided inte the following services
or groups: Clerical, administrative, fiscal service; professional service;
ofessicral service; crafts, protective and custodial service; and
wmelaesl fied {including amlnyeeﬁ in permenent positiens compensated on
an nourly, daily, sonthly or annual baxia)

{s) ill clasases of positiors whéther occupied by Civil
Service, Special Funds, "On Loan® from participating Agencies, or Armed
Services paerscunel snall be listed on FPorm 32-10 by operating titles in
order of authority within the organizational unit. In addition to the
operating title, tne Civil Service grade and salary shall alao be stated for
sach position. Positions filled bty Armed [ervices personnel will show the
izcumbert's rank or rating. Positions filled by "Un Loan®, 3pecial Punds
or by permanent Civil Service employces will be agpmpriatel;, identlfied
a8 such. UEstimates of reguirements for other specific types of civilian
waployces (i.e., temporary, part-time, consultant and ¥AE) will be shown
on Forn 32-10 with title, grade and & alary as sbove. Class ldentification
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will be indigated by a check zark extended imbe the spiropriate speeific
colunn for the class (bemporary, HAE, ebe.). Justifiestion for the newd of
this cersonnsl will be given in the stabesenk of jJustificstion preceding
each Forw 33-10, incluiing informstion contsrmning the aptlielp:ted ;mdm of
ﬁmﬁ@, e

{d} suleries stehed oo Pors 33~10 shall Be annusl sularics
for & ferty-bour workweal ab pshes in meexw.mﬁ with the Classifisstion
agh of 1929, as sewnded, and the Federsal Zmployess oy ok of 1945, a8
amanded by the Federsl fxployves Pay 4ot of 1946,

For fisecal yesi 1948, szlavies for positions already osccupied will
be reporbud at the attusl retes now dDeing psid. For fiscal year 1949, the
golary mwmmm guch adjustaents sz arc aecessary %o sllow for
withinegpade sdvances ap;dicable Lo that fiscal yesr.

salsries for phsitions mow vacont and/or %o he vagsnt ot the begine
ndng of fisesl year 1949 will be shown at the winlmom for the grade durdng
the appliosble fleeal yeszs.

{#) The eetimctes fox all personsl services on Fors 3230
will be precedod by » Justificstion statemerd of the recdresents for the
personsal indicated on the form, The statement will cover all requirecents
for overtize and night differentisl. Ik will elso set forth the apount
of living snd cqusrbers allomsnces payable to United Zbetes clilgens employed
ak foreign inebsllations and the 258 territorisl differentisl allowsnoe
W@ﬁk@m&aﬁmmﬁmzw berritories, wwmammmmm
axperiende dats on production showing qm&liﬁamn inforsabion ae w usere and
m ﬁf the product and quentitative date regarding -
sapenity required.

(£} CIG For: 32«10 moy be requisitionsd in the normal
warper from the Suydy Ddvision, Jervices Hrangh,

() 92 Teavel

{a) Zstirates for travel shell include ﬁmmmm m;,
per diem or subsistence during suthorized travel status, end other expense
ingident %o trewel which are $o be pald by the Agenoy, aﬁ&mm}ww
by relphursewt to the Sraveler, A sthedule of trevel retes is given in
ﬁpﬁm 2, insluding cost elesants of tranaperistion, per dies, eic,, bobwesn

sashingbon and major forelgn znd donestic rointss

{b} teilsr esbiretes should be based won the nwder of
irire to bes performed specific arsas, i compabed st retes previded by
the gost of travel aﬁhﬂé-lﬁ. Complots Mﬁt&mm rugt beo furnished in
for: of steborents of purpose for Lbe andieipsted travel %{c and within sech
iy - T '

2elKET
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(v} istimates for espleyees transferring to imsbollstions
subside of Washington shall be besed upon msounts shown wpon Hhw travel
schedule, Cost of transportation snd por diem up te day of entrance on
duty ab such installations are included in thess rates.

{d) Cost of trans;ortation and per diw for sployess
officially stationed st locations oubside of washingten, and that of
siployees transferring frou such loostions to Fashingben sheuld be included
in the estinmstes for travel subsitted Yy of for sush installations and shall
bz compubed at the estiouted seheduled Yebtes,

{e) Within area tavel will !w based upon an estinated
nusber of trips to be performsd at robes per t¥ip e satimabed by ihe
individusl Office or Shalf Section and shall be supperted by & statesent of
purpese for travel within eash wrus,

(£} In prepering estimstes for travel, consideration must
be given to possible travel of anployeo depordenmte, This esbismste will be
somvubed on transportation costs only.

{a} Letimstes for the transportation of things shall
include those charges which are psid or are to be paid direstly by the
Goverzuent and not by the vendor, whethor such transportatisn be by lamd,
air or weber; as well us charges for the care of such things while in process
ol beling tfmsg»nr&ad. - Buch all=inclusive estinstes for the transportation
af %hmgaghm Aashington and various foreign arsas are sshoduled in
apperdiz 3.

(b} Gosks involved in the trmweler of meterisl, supplies
and ecuiiment bo be used or issued insids or outside the United States will
be included in the satinctes of the Servicez Branch.

' {¢} It will be the responsibility of the inmdividual Office
or staff Seetion Lo m;,apzar @nmms.ea af. transportation coots incurred
in the shipment and | adriniebrative sod operationsl supplies
ad equipsment and housshols gaads m ﬁmmal efloots of axployeea,

s}

{s) Zetimates shall include costs of Waﬁm of
nessages from rlate So plaocs, such ae tells for lsnd telegraph, marine
aable, radio, wirelsss telegraph, and telephons services, and postags.
They shall mn intludo switchboard snd service charges and telephone
inatallation costs,

{b} istimstes for 21l chavges in conmectlion with telephone
service in ssshington will be prepared by the Services Branch.

s
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(e} zastimate: for telephéne service in fleld installations
will be prepared Jjointly by the Office or Staff Jeetion goncerned and the
“arvices Branch and shsll be reported in the budget estimates submitted
by the former.

(d) Telegram and cable costs estimates wlll be prepsred by
ths Commmientions Divislon, Gil.

{e} isstimates for special services such a3 teletype, teole-
crypton, telsmeter, direot wire, tje-line service, ste., shull be propered
and justified by the Gffice or itaff Jeetion having or desiring sueh service.

(5) 05 = Rants apd Utilities

{a) s=stimntez shell inelude chapges for rental of spade;
for heat, light, power, water, gas, electricity, and other utllity services
axelusive of tremsportation and communication services.

{b} fepts and utilitles estimates covering =il utilitiss
and office snd warshiouse epsce how vecupled andfor eontracted for wil: be
prepared jointly by the Services Branch and the Offies or Jtalf Segtion oone
cerncd and sholl be repcrted in the budget estimstes subnitted by the Lztber,

(o) Botimatez for adiitiomal space and facllities for iLhe
fizeal yeor 1949 should be prepared end presented with the necessury Susti~
fication by the Office or itaff Sections ecncernad.

(d) Eetimstes for fisld offices (exsept <0) shall be
contained in the estimstes rresented by or for thoss offices,

{¢) :stimates for rentsl om & contract basls of specisl
squipment andfer business machines will be fully Justified and submitted
by the Uffice or staff section toncerned. ©The Justification wlll include a
deseription of ihe machine or equipmeni, the rental cost rer period and the
total sstimied eost for fise:l ysar 194%. .

{a} ustlastes shall include printing of forms and letiare _
heads, printing and binding of books, pamphleis, documeniz, and obher pube
fiestionn, Printed forms and lstierheads are ineluded under tils group.

{b) setimates for printing and/or vinding of forms,
sLationery, and routine office suppl: ilems will be made by ihe servicen
Srancive

{¢) spesial or utususl rejuirements for printing and binding

wiiloh cannot be handled Ly CIG reprodustion facilitles, suc. as Lie need
for spegial belelype paper :nd multiple lesfed forms, maps; L., stould be
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set forth in detail by each Office oy Staff Segtlon, indieating the type
of publioation or materisl, the estimated muzber of items or coples, the
unit and total cost of eash publleation, and the propored use or distributios.

{7

{a) ZAequirements for procurement on contract of specisl
puprlies and eruipment and/or spagial services shall be spscifically staied
and justified,

{b) vastimates for pholographiny and reproduction services;
for advertising snd publieation of notices and for the mmintenmance and
repair of office pulldings and warehouse Iscllitien will be submitiesd by
the “ervices Hraneh, .

{e} sstimstes for reouivements of funds for specinl pro-
jeets inwolvin: other Jovernmmont ‘gencier andfor outside concerns shall be
stated by specific project oosts, identifying cosia by objeet dlzas in the
same manner prescribed for the overall bud st submiszsion,

{d) rstimstes for adiitdonal protsciion servliee furnished
by the Public Buildings Administration upon 2 contrsctu:l bosls will be pre-
pared jointly by the Jeprvices Branch and the xecutive for Inepections and
seeurity.

{a) astimates for normal office sup;lies arvl materials «111
be prapared by the Jervices franch.

{b)} rstimates for zpecial suprliss and materials peculiar
to apeeific operations mill be reported :nd Justified by the Office or Staff
'.aeetian hoving suesh apeglal requlrements.

(9) 99 = Equipmest

{a}) ustimates for office eguipmeni will be prepared by the
mervices Bronoh.

{1) Zstimates for operating equipment pegulisr Lo specific
aperations will be reported and Justiflsd by the Office or talf Jestion
having such spe¢ial reculrsments,

(e} “stimates for purchass of motor wehicles wlll be
praparcd by the Jervices Braneh, and will be sup orted by a full justifica=-
tion. here replecement lo proposed, the explanslion shall seb forth the
yuear, model, and body type of the vehlcles $o be replaced, mileage, kind of
use, und other pertinent information, Informetion musi aleo be glven as
to Lhe nusber of old vehicles stilizke be uwesd and the satlmated gost of
m:intenance and operaiion of sueh vehleles, o
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(a0)

e ettt ome when acwired
and ethor structures snd permenent ~ ¢ and sdditions when sCiuire
under conbrect ahall be prepeved jeinkly by the (ffive or Staff lection
conserned and the Services Braush, A & i,

he B Health IToZrsg. (etimstes fer w:am, of opeyating
the sgensy heslth program, ineluding the gest of heallb roces operated
by Ji sgency for 1ts umimrm (and employees of other sgoncies, if any)
w1l be prepared jeintly by the Medical Services Division, Forsonrel Branch,
and the Budget Division, Budget and Pinanve Brasch. :

e Somolal Funtus »

{1) imtimetes for unveuohered (special furds) for the ﬁm
yoar 1947 should be subaltted and Justified on & project basis, as nearly
as pessible in the sane marner as the offiee or statf section estimstes for
wvouchersd funds.

{(2) Justificstion for omsh projeut should inslwde a brist
ouwtiine of the projeat, musber of personnel ond smounts of materlel and
supplies, and whers rossible the Ninds deveted bo the epevation during the
past Iiscsl year; apd should be epecific in regard %o the forecast of
personnel and further requirenente for fiscal year 1949 .

Foit Wi IR0 OF CBHIRAL THTELLIGINCEs

25X1A

Doione, s Tyiy
ixecutive for

itbeghrnerder 3
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o
Xl 3 7o i) month
Type 031 - Alphabetical Duplicating E’zmch _/9" sach § 25,00

Typs 055 - mpmstical ¥ultiple Punch vm_fﬁ Jr esch 35,00
rm- ﬁo&fl I, 2 each 60,00
e @ Mtfph é‘l iy

2 /S0
Type 080 - Card Sorter, with Hultiple Colusm 3 "1 each 50,00
Selsctor o

Type 01T - ﬁomwr, Collator Comnting Devicc 1 sach 107.50
ard Alphabeticsl Collating ﬁavioe

Type 552 = Alphsbotlcsl Interpreter 1 sach 75.00

&
Type 405 = Alphabetical Accounting Eachine, 1 each 110.00

with ¥et Balance, 2 Migit Selactors,

Automatic Cerriage, 6 x Mstributors

Type hoh - Algkmbaticﬁ. Aecounting Bachine /60 /1 each 435.00
GS shove 2 »S//a

Typs 513 - Automatic Reproducing Punch Hachine, 1 sach 120,00" ;

with 1 Class Selector, ? Blank
and Double Punch Detection Devices R

1 Digit Bmitter oy

Typs 517 - Gang Summary Punch {indapmcieu{: opera= leach
- t&on} Ssme as Type 513 above
_ » j A
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Total
rental

125,00
140.00
120,00

50,00
107.50
75.00

410,00

1135.00

120.00
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